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KN ESD BPM 1                    Recruitment Action (Open Continuous Announcement)

KN ESD BPM 2                    Recruitment Action (Special Announcement)

KN ESD BPM 3                    Non-Recruitment Actions

KN ESD BPM 4                   Suspense Actions

KN ESD BPM 5                   Reduction-In-Force

KN ESD BPM 6                   Retirement-Mandatory/Reappointment

KN ESD BPM 7                   Resignation

KN ESD BPM 8                   Employee In-Processing

KN ESD BPM 9                   PCS Order

KN ESD BPM 10                 Post Pass

KN ESD BPM 11                Employment Verification

KN ESD BPM 12                Medical Insurance Enrollment/Change

KN ESD BPM 13                Pension Plan Enrollment/Change

KN ESD BPM 14                Injury Compensation

KN ESD BPM 15                Change in SCD

KN ESD BPM 16                 Step Increase

KN ESD BPM 17                X-ray/Special Medical Examinations

KN ESD BPM 18                Security Check

KN ESD BPM 19                Out-Processing Separating Employees

KN ESD BPM 20                Relocation Allowance

KN ESD BPM 21                Uniform Allowance

KN ESD BPM 22                Tuition Assistance

KN ESD BPM 23                Death Claims

KN ESD BPM 24                Length of Service Awards/Incentive Awards

KN ESD BPM 25                Performance Rating

KN ESD BPM 26                Special Immigration



PERSONNEL ACTION REQUEST (PAR) FOR KN RECRUITMENT ACTION

(OPEN CONTINUOUS ANNOUNCEMENT)

MANAGEMENT

-Complete PERSACTION 
entries

- Obtain org approval - RM

(Fund cite, TDA, etc)

-Forward to CPAC

CPAC 1 Day

- Review PAR and forward
to CPOC

- Provide advice/coordinate 
w/mgmt

If required mandatory 
placement, fill position in 
coordination w/CPAC

If individual vacancy 
announcement required

SEE NEXT CHART

If published open 
continuous 
announcement

MANAGEMENT
7 Days

- Make selection
- Return RL to CPAC

1 day
transit

1 day
transit

2 day
transit

2 days
transit

2 days 
transit

PAYROLL

CPOC 3 Days

- Clear PM&C

CPOC  1 Day

- Notify CPAC of final 
approval of selection

2 days 
transit

1 day
transit

CPOC      3 Days

- Issue KN inservice RL

-If no inservice, US ESD issue
FM RL (AF position),  or
CPAC (NAF position)

-If no FM, issue external RL

CPAC       1 Day

- Distribute SF 50

EMPLOYEE

TOTAL TIME ELAPSED: 44 DAYS 
CPOC TIME: 10 DAYS

CPAC 1 Day

CPAC 1 Day

KN ESD BPM NO. 1

1 day
transit

1 day
transit

CPOC  3 Days

- Complete PERSACTION entries
and transmit to DCPDS

- Generate SF 50s
- Forward payroll copy to Finance,

empl/Util copies to CPAC
- Files OPF copy CPAC 10 Days

- Make job offer 
- Schedule physical exam,

if required
- Initiate local security check
- Forward results to CPOC
- Eestablish an EOD date



PERSONNEL ACTION REQUEST (PAR) FOR KN RECRUITMENT ACTION

(SPECIAL ANNOUNCEMENT)

PAYROLL

1 day
transit 1 day

transit

CPAC 10 Days

- Make job offer
- Schedule physical exam, if 
required
- Initiate local security check
- Forward results to CPOC
- Establish an EOD date

MANAGEMENT

-Complete PERSACTION 

entries

- Obtain org approval - RM

(Fund cite, TDA, etc)

-Forward to CPAC

CPOC

PM&C                                                    3 Days

KN ESD                                                 3 Days
- Prepare vancy announcement and forward 
to CPAC electronically
- Publicize vacancy through E-mail and/or Internet

MANAGEMENT 7 Days

- Make selection
- Return RL to CPAC

2 days 
transit

1 day transit

2 days transit

2 days
transit

2 days
transit

2 days
transit

1 day
transit

2 days 
transit

CPOC       3 Days

- Issue KN inservice RL

-If no inservice, US ESD issue 
FM RL (AF position), or CPAC

(NAF position)
-If no FM, issue external RL

TOTAL TIME ELAPSED:  94 DAYS
CPOC TIME:  18 DAYS

KN ESD BPM NO. 2

CPAC 1 Day

- Review PAR and forward to CPOC
- Provide advice/coordinate w/mgmt

CPOC 1 Day

- Notify CPAC of final 
approval of selection

CPOC 5 Days

- Receive/Rate applications
- Request needed tests for qualification 

to CPAC  (Language, typing, physical 
fitness, etc)

CPAC    23 Days

- Publicize /distribute info on vacant 
positions

- Receive properly filled applications 
and forward to CPOC

2 days
transit

CPOC  3 Days

- Complete PERSACTION entries
and transmit to DCPDS

- Generate SF 50
- Forward payroll copy to Finance,
empl/util copies to CPAC
- Files OPF copy CPAC 1 Day

CPAC  10 Days

- Perform requested
tests and forward results 
to CPOC

CPAC 1 Day

2 days
transit

CPAC       1 Day

- Distribute SF 50

EMPLOYEE

2 days
transit



NON-RECRUITMENT ACTIONS
(PROMOTION TO TARGET GRADE, TEMP PROMOTION/DETAIL-NTE 120 DAYS, REASSIGNMENT)

MANAGEMENT

- Complete PERSACTION entries
- Obtain org approval
- Obtain employee’s consent (reassignment)
- Forward to CPAC to arrive at CPOC at
least one full pay period before effective 

date 

CPAC                                     5 Day

- Review PAR on regulatory compliance
- Advise and give notice (temp-promotion)
- Forward to PAR and hard copy (reassignment, 

temp-promotion, etc)  to CPOC

CPOC                                             3 Days

- Certifies employee qualifications,
if applicable

- Review and approve action
- Generate SF50
- Distribute to CPAC (employee & utility copies) and

finance office (payroll copy)

PAYROLL

CPAC               1 Day

- Distribute SF50

EMPLOYEE

2 day
transit

1 day
transit

2 days
transit

TOTAL TIME ELAPSED:  14 DAYS
CPOC TIME:  3 DAYSKN ESD BPM NO. 3



SUSPENSE ACTIONS
(TERMINATING/EXTENDING NOT TO EXCEED ACTIONS)

MANAGEMENT

- Monitors NTE actions
- Notifies CPAC of intent to extend action
and initiates PAR(SF52) to arrive at CPOC 
at least one full pay period prior to NTE date 

CPAC                                           1 Day

- Downloads NTE date and advise Mgmt of
options periodically in coordination with CPOC
(ISD/KN ESD)

- Provide advice and notice, if required.
- Review PAR and forwards to CPOC

CPAC                1 Day

- Distribute SF50

CPOC                                                       3 Days

- Processes termination actions for all employees w/o
extension SF52 on NTE date, or extension actions
if extension SF52 is received

- Implements competitive/noncompetitive procedures,
as required

- Forward employee/utility copies to CPAC
- Forward payroll copy to Finance Office
- File OPF copy

2 days
transit

1 day
transit

1 day
transit

PAYROLL

EMPLOYEE

KN ESD BPM NO. 4
TOTAL TIME ELAPSED:  9 DAYS
CPOC TIME:  3 DAYS



REDUCTION-IN-FORCE (RIF)

MANAGEMENT

- Initiate abolishmen SF52s
in PERSACT

- Coordinate w/DRM
- Obtain org approval
- Forward SF52 to CPAC

CPAC

- Notifies CPOC of potential RIF
- Advice mgmt & work force on RIF procedures
- Notifies local union
- Report to CPD, G1, EUSA
- Forward SF52 to CPOC

CPOC                                                      

- Conduct RIF
- Prepare RIF notification and forward to CPAC

for distribution to employee

- Continues monitoring for better offer

- Generate SF50 and forward to CPAC (empl & util copies)
and Finance Office (payroll copy)

CPAC                                           

- Forward SF50 to organization & employee

CPAC

- Deliver RIF notice
to employee

- Forward acknowledgement
copy to CPOC

EMPLOYEE

PAYROLL

KN ESD BPM NO. 5



RETIREMENT-MANDATORY/REAPPOINTMENT

CPAC

- Downloads DESIRE and notify mgmt
of retirement date periodically
(One year, 6-month, one month advance
notice) in coordination with CPOC (ISD/KN ESD)

MANAGEMENT/EMPLOYEE

- Employee request reappointment
(6 months prior to retirement date)

- Supervisor initiate reappointment request
- Approving official approve
- Forward PARs to CPAC (retirement & reappointment)

with supporting documents
- If disapproved, or employee does not want 

reappointment, forward PARs (retirement & recruitment)
to CPAC to arrive at CPOC at least 60 days in advance

CPAC

- Review PARs and forward to CPOC

CPOC

- Process Retirement & Reappointment actions, or
Retirement & Recruitment actions

- Forward employee/utility copies to CPAC, payroll
copy to Finance Office

CPAC

- Distribute SF50, Retirement Certificate, Pin and
Certificate of Appreciation

PAYROLL

EMPLOYEE

KN ESD BPM NO. 6



RESIGNATION

EMPLOYEE

- Submits resignation
two weeks in advance of the
proposed effective date
in writing

MANAGEMENT               1 Day

- Prepare SF52 in PERSACTION
- Verifies effective date
- Forward to CPAC

CPAC                                         2 Day  

- Review for employee signature, effective date,
reason for resignation, forwarding address, etc

- Counsel employee
- Forward hard copy SF52 & PAR to CPOC

CPOC                                            3 Days

- Process resignation action
- Generate SF50
- Forward employee & utility copies to CPAC,

payroll copy to Finance Office
- File OPF copy

ISD
- Prepare OPF for shipment
- Ships to Record Center (OPF retained by CPOC

6 months)

CPAC             1 Day

- Distribute SF50

PAYROLL

EMPLOYEE

KN ESD BPM NO. 7
TOTAL TIME ELAPSED:  12 DAYS
CPOC TIME:  3 DAYS

2 days
transit

1 day
transit

1 day
transit

2 days
transit



EMPLOYMENT VERIFICATION

EMPLOYEE/MANAGEMENT

- Submit request to CPAC
through FAX/E-mail/Phone, etc

CPOC   2 Days 

-Issue Certificate of Experience
and forward to CPAC

CPAC   1 Day

- Return to requester

2 days transit

1 day transit

CPAC 1 Day

- Issue Certificate of Employment
(For Bank, VISA, Homeland Reserve 
Force, Civil Defense Corps, 
Job Search, etc)

- Forward request for
Certificate of Experience to CPOC

TOTAL ELAPSED TIME:  8 DAYS
CPOC TIME:  2 DAYS

1 day transit

KN ESD BPM NO. 11



POST PASS

MANAGEMENT/EMPLOYEE

- Request initial/renewal of post 
pass

PMO

- Issue gate pass

1 day transit

1 day transit

CPAC 1 Day

- Complete CPO portion of USFK 
Form82

KN ESD BPM NO. 10



EMPLOYEE IN-PROCESSING

KN ESD BPM NO. 8

2 days transit CPOC  2 Days

- File applicable forms in OPF

TOTAL ELAPSED TIME:  14 DAYS
CPOC TIME:  2 DAYS

CPAC                                           10 Days

- Provide in-processing package
- Certify and forward completed forms to:
Payroll:
USFK Form 11K, Withholding Allowance Certificate
USFK Form 98EK, Bank Designation Statement
Bank Book Copy
Pension Enrollment Form, Ki04
PMO:
Personal Background Statement, USFK Form 225EK
Med Ins Asso:
USFK Form 25EK, Enrollment
Family Census Register/Residence Certificate
CPOC:
USFK Forms 200/201, E-E Agreement
OPF file copies

- Issue Gen Conv Card (DD Form 489)
- Certify CPO portion of USFK Form 82

(Application for Post Pass)

- Provide orientation (CPO portion) and forward
oriention check list to mgmt (EA Form 69EK)



KN ESD BPM NO.9

PCS ORDER

CPOC                          7 Days

- Prepare order 
- Obtain fund cite through gaining 

CPAC from RM
- Forward completed order to CPAC
- Notify gaining CPAC
- File in OPF

CPAC 1 Day

- Distribute order to the employee
- Provide guidance

2 days transit

TOTAL ELAPSED TIME:  10 DAYS
CPOC TIME:  7 DAYS



MEDICAL INSURANCE ENROLLMENT/CHANGE
(USFK REG 690-25)

MED  INSURANCE ASSOCIATION

CPOC 2 Days

- File

3 d
ays

 tran
sit

1 day transit

2 days transit

TOTAL ELAPSED TIME:  7 DAYS
CPOC TIME:  2 DAYS

KN ESD BPM NO.12 

CPAC 2 Days

- Verify and forward to Med Ins Asso
- Forward OPF file copies to CPOC
- Publicize new policy information

EMPLOYEE

- Submit USFK Form 25EK w/supporting
document for enrollment

- Submit USFK Form 27EK w/supporting 
document for change Med Ins Card contents



KN ESD BPM NO. 13

PENSION PLAN ENROLLMENT/CHANGE

CPAC     2 Days

- Receive enrollment/change request from
employee
- Review and forward to National Pension 
Association

3 days tansit
PAYROLL



SPECIAL IMMIGRATION

MANAGEMENT/EMPLOYEE

- Obtain OP Form 222 from CPAC and
complete

- Forward to CPAC with required 
documents

CPOC 2 Days

- Prepare Statement of Service 
Record

- Forward to US Embassy

1 day
transit 2 days

transit

TOTAL ELAPSED TIME:  7 DAYS
CPOC TIME:  2 DAYS

CPAC 2 Days

- Review and forward 
to CPOC

KN ESD BPM NO. 26



LENGTH OF SERVICE AWARDS

CPOC   3 Days

- Generate DCPDS desires and
produce SF50s for length of service 
cash awards 

- Certify and forward to Finance 
(payroll copy) 

- Forward toCPAC (Empl/Util Copies)
- File OPF copy

CPAC   3 Days

- Forward SF50, blank certificate and pin to 
appropriate mgr/supv for presentation

MANAGEMENT

- Prepare award certificate 
- Present SF50, certificate and pin

to the employee

2 days transit

2 days transit

TOTAL ELAPSED TIME:  10 DAYS
CPOC TIME:  3 DAYS

KN ESD BPM NO. 24

INCENTIVE AWARDS
(Special Act/Service, On-the-Spot, Suggestion, Time Off, SSPA)

MANAGEMENT

- Forward award
nomination package to CPAC

CPAC

- Review award for completeness and
regulatory compliance
- Conduct IA Committee as required
- Forward nominations to CPOC

CPOC

- Input award into DCPDS
- Generate & distribute SF50
- File OPF copy

CPAC

- Forward SF50 & blank certificate,
if applicable, to mgmt

PAYROLL

MANAGEMENT

- Prepare certificate, if applicable
- Present award to employee

*Honorary incentive awards will be processed in the CPAC.  Appropriate OPF file copies should be forwarded to ISD, CPOC for file.



TUITION ASSISTANCE

PAYROLL

1 day
transitMANAGEMENT/EMPLOYEE

-Submit USFK Form 23EK w/supporting documents
(Original Receipt, Family Residence Certification, etc)

CPAC  3 Days

- Review/certify and forward to payroll
- File copies in CPAC

KN ESD BPM NO. 22



INJURY COMPENSATION

1 day
transit

2 days 
transit

CPOC     1 Day

- Adjust tenure sub-group
- File in OPF

MANAGEMENT

- Report work-related injury, 
disease to CPAC  
(USFK 202/204/205)

TOTAL ELAPSED TIME:  7 DAYS
CPOC TIME:  1 DAY

KN ESD BPM NO.14

CPAC       3 Days

- Review claims
- Forward claims to OWCP 
- Notify safety office
- Maintain file
- Forward a copy of OWCP
order regarding permanent  disability  



RELOCATION ALLOWANCE

EMPLOYEE/MANAGEMENT

- Employee prepares voucher, 
and supporting documents
- Mgmt review and forward 
to CPAC

PAYROLL 7 Days

- Process relocation allowance payment
- Forward OPF file copy to CPOC

CPOC  1 Day

- File

CPAC 2 Days

- Review and forward to Payroll

1 day
transit

3 days 
transit

3 da
ys

tran
sit

TOTAL ELAPSED TIME:  17 DAYS
CPOC TIME:  1 DAY

KN ESD BPM NO. 20



OUT-PROCESSING SEPARATING EMPLOYEES

CPAC                                 2 Days

- Review SF 52 and forward 
to CPOC
- Collect Geneva Convention Card
- Collect Med Ins Card from separating

employee and forward to Med Ins Asso
- Complete Forms: As needed

Termination of National Pension
Plan (Form Ki05)
Medical Insurance
Homeland Reserve Forces
Civil Defense Corps

-Forward to appropriate agency   

CPOC               3 Days

- Produce SF 50
and forward to CPAC

CPAC                3 Days

- Distribute to the employee
with certificate of service & pin
as required

MANAGEMENT     

- Forward SF 52  to CPAC
- Collect post pass and 
turn in to PMO 

I day
transit

2 days
transit

2 days
transit

TOTAL ELAPSED TIME:  13 DAYS
CPOC TIME:  3 DAYS

KN ESD BPM NO. 19



PERFORMANCE RATING

MANAGEMENT

- Prepare rating and
submit to CPAC 
within 30 days after
rating period end

CPAC                 3 Days

- Review for regulatory compliance
- Refer unsatisfactory rating to MER
- Coordinate w/mgmt for incomplete

or incorrect ratings
- Forward completed and correct 

rating to CPOC

CPOC                          2 Days

- Input into DCPDS (KN ESD)
- File in OPF (ISD)

CPAC       1 Day

- Downloads rating due
notice

- Notify to Mgmt

2 days
transit

2 days
transit

2 days
transit

TOTAL ELAPSED TIME:  12 DAYS
CPOC TIME:  2 DAYS

KN ESD BPM NO.25 



CHANGE IN SERVICE COMPUTATION DATE

CPOC     2 Days

- Obtain nonpay period information from
Payroll
- Deduct nonpay period from SCD
- Produce SF 50 and forward to Payroll
and CPAC

CPAC     1 Day

- Distribute SF 50 

2 days
transit

PAYROLL

TOTAL ELAPSED TIME:  5 DAYS
CPOC TIME:  2 DAYS

KN ESD BPM NO.15 

EMPLOYEE



X-RAY/SPECIAL MEDICAL EXAMINATIONS

CPAC                                        2 days

- Downloads DESIRE and produce medical
requirement suspenses in coordination 
with CPOC, ISD

- Send notice to unit medical center

7 Days

- Receive results and coordinate w/mgmt,
update DCPDS, if needed

- Forward a copy of result to CPOC

CPOC        1 Day

- File  (CPOC, ISD)

2 days
transit

TOTAL ELAPSED TIME:  12 DAYS
CPOC TIME: 2 DAYS

KN ESD BPM NO.17 



MANAGEMENT

UNIFORM 
ALLOWANCE

- Prepare uniform
allowance form (SF 1034)

- Submit to CPAC via RM

CPAC

1 day transit - Receive and review SF 1034
- Coordinate with mgmt as needed
- Sign form and forward to the 

local finance

FINANCE

2 Days

KN ESD BPM NO. 21

*IAW memorandum, FKCP-LPM, dated 24 Jun 91, subject: EUSA Reg 670-10, Uniform Allowance - KN Direct - Hire
Employees, Effective 1 Jan 91, CPAC should continue to certify payment vouchers. 



SECURITY CHECK

CPAC             1 Day

- Receive Background 
Statement

- Forward to PMO

PMO                   3 Days

- Notify CPAC of findings

CPAC  2 Days

- Coordinate with mgmt 
regarding negative
PMO findings

- Update DCPDS, if needed
- Forward to CPOC

CPOC

- File in OPF 
(ISD)

1 Day

1 day
transit

1 day
transit

2 days
transit

KN ESD BPM NO. 18

TOTAL ELAPSED TIME:  11 DAYS
CPOC TIME:  1 DAY



STEP INCREASE
(WITHIN GRADE INCREASE)

CPOC                                          2 Days

- Downloads WIGI due date periodically
- Review due date for regulatory
compliance

- Generate SF50
- Forward payroll copy to Finance
- Forward utility & employee copies to CPAC
- Files in OPF

CPAC

- Distribute SF50

KN ESD BPM NO. 16

PAYROLL

EMPLOYEE

TOTAL ELAPSED TIME:  5 DAYS
CPOC TIME:  2 DAYS

2 day
transit



KN ESD BPM NO. 23

DEATH CLAIMS

MANAGEMENT                        1 Day

- Notifies CPAC of death and initiatesSF52
via PERSACTION

- Forwards death certificate to CPAC
- Request condolence payment to payroll 

through Installation Condolence/Solatium Officer
- Request burial expense to medical insurance

association

CPAC                                               1 Day

- Forward SF52, death certificate,completed SF1153
to CPOC

- Prepare condolence letter
- Assist mgmt and deceased employee’s family in 

processing condolence payment & burial expense

CPOC                                 2 Days

- Process Death action
- Generate SF50 
- Forward payroll copy and SF1153 to 

Finance Office
- Forward employee & utility copies to CPAC

CPAC        1 Day

- Distribute SF50

Deceased Employee’s
Family

PAYROLL

TOTAL ELAPSED TIME:  11 DAYS
CPOC TIME:  2 DAYS

2 days 
transit

2 days 
transit

2 days 
transit


